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STATE OF HAWAI

Cl ass Specifications
for the Cl ass:

WORKFORCE DEVELOPMENT PROGRAM OFFI CER
(WORKFORCE DEV PRGM OFFCR)

Cl ass Di stingui shers:

Manageri al Responsibility: This class reflects
responsibility for program devel opnent, eval uation and
technical services for the statew de workforce devel opnment
progran the securing of federal funding to inplenent,
mai ntai n and enhance the program goals and objectives; and
advi sing the Workforce Devel opnent Adm nistrator and its
branch managers toward the achi evenent of program objectives.

Compl exity: The position in this class is responsible
for planning, organizing, directing, controlling and
coordinating activities of program specialists, through
subor di nat e supervisors, engaged in planning, devel opi ng and
eval uati ng basi c workforce devel opnent service activities, and
speci al enmpl oynment and training prograns including
apprenticeship programs, for job applicants, workers, and
i ndustry throughout the State. Wk is perfornmed in
accordance with applicable State and federal |aws, rules,
regul ati ons and wor kforce needs; and involves coordinating the
i npl ement ati on of program activities between segnments of the
di vision and federal, State, county and other private and
public organi zati ons.

Personal Contacts: Personal contacts are extensive and
include representatives of State, federal, county, and private
agenci es; | abor unions; educational and training institutions;
various occupational organizations; comm ssions; comrunity
groups; and division personnel responsible for day-to-day
wor kf orce devel opment operations, to plan, organize, direct
and i npl ement enploynent and training progranms, and establish
good wor ki ng rel ationshi ps for workforce devel opment and
utilization.

Full| Performance Know edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Knowl edge of: State and federal |aws, rules and
regul ati ons pertaining to enpl oynent service (e.g., |abor,
enpl oynent, veterans, equal enploynent opportunity,
occupati onal safety and health, etc.) and enpl oynent training
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prograns, and thorough understandi ng of standards and

requi renents; national and State |abor market conditions,

enpl oynment trends and industrial conditions; federal grant
proposal requirements; community resources, |abor

organi zations, veterans groups, educational institutions, and
ot her public entities at the |ocal and national |evels; State
wor kf orce devel opment program goals, policies and procedures;
departnmental rules and regul ati ons; budget devel opnment;
research and report witing nmethods and techni ques; public
relations; and principles and practices of supervision.

Ability to: Plan, organize, direct and coordinate
activities of subordinates involved in planning, devel oping
and eval uati ng wor kf orce devel opment progranms; interpret and
apply various enploynment service and enpl oynment training
program st andards and requirenents to specific enploynent
needs; formnul ate and devel op program policies, standards,
procedures and budgets; prepare federal grant proposals and
negoti ate program fundi ng; anal yze and eval uate plans and take
corrective action; devel op conprehensive witten reports;
speak and wite effectively; neet and elicit the cooperation
of , and establish and maintain effective working relationships
with associates, comm ttees, representatives of community
groups, organizations, and other governnmental agencies;
prepare | egislative testinmony; and supervi se the work of
ot hers.

Exanpl es of Duties: (The sole position in this class may not
be assigned all of the duties listed, nor do the exanples
necessarily include all of the duties that may be assigned.
Thi s does not preclude the assignnment of duties which are not
listed.)

1. Pl an, organi ze, direct, coordinate and control the
activities of program specialists engaged in planning,
devel opi ng and eval uati ng wor kf orce devel opnment servi ces
activities, and enpl oynment and training prograns.

2. Pl an and devel op program goal s and objectives within the
framewor k of federal guidelines and based on the needs of
| ocal offices, applicants, enployers, counties, State and
| ocal workforce boards, and the conmunity.

3. Clarify and interpret laws, rules, regulations, policies,
procedures and directives, and new programinitiatives to
i nsure uni form understandi ng and application.

4. Direct and assist staff supervisors in planning and
organi zing staffing patterns to nmeet program needs; and
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10.

11.

12.

13.

ensure that production requirenents and critical tinme
schedul es are net.

Revi ew and eval uate the overall functions and activities
of the office for effectiveness; and devel op and
i mpl ement corrective action plans.

Anal yze econom ¢ and occupati onal data; coordinate the
pl anni ng and devel opnent of federal and State program
pl ans and budgets; and recommend to the Adm nistrator
program pl ans and budgets, and allocation of program
goal s and resources to divisional branches and sections.

Devel op organi zati onal plans and operating procedures for
i npl ementation within the division.

Revi ew and anal yze State and federal workforce
devel opnent and rel ated | egi slation; and prepare
| egi slative testinony and/or comrents.

Revi ew and approve operational policies, procedures and
gui delines for prograns devel oped by subordi nates; and
provi de gui dance in resolution of conplex issues in
program i npl ement ati on.

Direct and assist project directors of subgrantee
organi zations (e.g., counties, occupational

organi zations, educational institutions, private or
public agencies, etc.) in devel oping program pl ans and
operating and adm ni strative procedures; and provide
training and other technical assistance.

Coordi nate various subgrantee efforts in each county to
m nim ze duplication of efforts and increase utilization
of all avail abl e resources.

Conduct regular nmeetings with project directors to
provi de program direction; review and anal yze operati onal
reports and ot her docunents to determ ne deficiencies and
probl em areas, and fornul ate plans for inprovenent;
prepare strategies for needed actions; and prepare
witten directives or policy, based on program

adm ni strative decisions, for the Adm nistrator’s

i ssuance to appropriate parties.

Conduct and/or participate in advisory council neetings
to obtain recommendations regardi ng program plans, to
provi de continuing analysis of needs for enploynment
training, and to inprove the utilization and coordination
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of delivery of such services.

14. Plan and/or participate in a public information program
to stinulate interest in and gain public acceptance and
cooperation of the various workforce devel opnent
prograns.

15. Participate in the devel opnent and mai nt enance of
effective working relationships with officials of
busi ness establishnments, unions, training institutions,
and other public and private organizations to enhance
i nterest and success of the program

16. Participate in senior supervisory staff nmeetings with the
Adm ni strator to coordinate activities and devel op
cohesi ve statew de strategies, policies and procedures.

17. Conduct and/or participate in neetings with county mayors
and officials, State departnment directors or their
representatives, U.S. Departnent of Labor
representatives, organized | abor, various agencies, etc.,
to establish good working relationships and di scuss and
resol ve maj or wor kf orce devel opnment probl ens.

18. Plan, direct and/or participate in the inplenmentation of
training prograns for other agency personnel or officials
fromforeign countries on matters related to workforce
prograns.

19. Determ ne need, conduct and/or provide opportunities for
staff training and devel opnent.

20. Take appropriate action on personnel matters, including
di sciplinary actions and grievances.

This is the first specification for the new cl ass,
WORKFORCE DEVELOPMENT PROGRAM OFFI CER ( WORKFORCE DEV PRGM
OFFCR) .

Ef fective Date: 12/16/1996

DATE APPROVED: 04/ 28/ 2000

M KE M CARTNEY
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Director of Human Resources Devel opnent

17.



